
Finance Department; Tax and License Division 

PUBLIC CITY PROPERTY SPECIAL EVENT LIQUOR PERMIT FOR NON-PROFITS 
CHECKLIST OF REQUIRED DOCUMENTS PACKET 

FOR NON-PROFITS ONLY AND ONLY IF A COMPLETE APPLICATION AND REQUIRED DOCUMENTS ARE 
SUBMITTED IN A PRE-SCHEDULED IN-PERSON CITY LICENSING MEETING AT LEAST 30 DAYS PRIOR TO 
EVENT DATE. PLEASE CONTACT A LICENSING STAFF MEMBER FOR YOUR APPOINTMENT BY CALLING 
303-441-4192 AND SELECT THE ‘LIQUOR’ OPTION.

CITY LICENSING LIQUOR PERMIT DOCUMENTS:

[  ] Application for a Special Event Permit (State form- DR8439) - In most cases, a special event liquor permit 
cannot be issued on an already liquor licensed premise (no double licensing). Special event liquor permits are only 
available to non-profits that are: 

• properly formulated with the Colorado Secretary of State’s Office as non-profit corporation,
• meets one of the 11 permissible types listed on the state form of non-profit designations,
• has required state sales tax or tax exemption number from CO Department of Revenue for non-profits, (this is

different than FEIN number for a 501(C) 3), and
• AT LEAST 30 DAYS PRIOR TO EVENT DATE files the state and city applications and fees with the City’s

Licensing Office ahead of the event (more time is better and there are no exceptions) so that the legal notice poster
can be prepared for the event space.

[  ] Certificate of Good Standing from the Colorado Secretary of State’s website listing in text 
“non-profit corporation” in the text of the applicable non-profit’s certificate. 

[  ]      Exempt City Sales and Use Tax License applied for or already issued license for non- profit with Boulder Sales 
Tax area. Application available at https://bouldercolorado.gov/tax-license/exempt-buisness-license-application  

[  ]      City Special Event Liquor Permit Application - please complete three page form and sign last page.

PRIOR APPROVED CITY MAIN SPECIAL EVENT APPLICATION DOCUMENTS PER WEBSITE AT: https://
bouldercolorado.gov/city-manager/boulder-special-events 

[  ]      CITY APPROVED final answers to city event application alcohol questions describing number of people 
expected, security plans, service training, control fencing, and general characteristics of event. Please Note that Non-
profits must have sandwiches and light snacks available for duration of alcohol permitted event. 

[  ] CITY APPROVED Dimensioned event diagram indicating square footage of entire event space with food and 
bar locations, exits/entrances of event space, and perimeter of alcohol service area & tables marked. 

[  ] CITY APPROVED Letter of Permission signed by city event coordinator which provide possession of city 
property to the non-profit as indicated by reference to non-profit’s legal name for calendar date and time duration of 
the proposed event. 

[  ] Fees: 

{ } $50 city check for each event day payable to “City of Boulder” for liquor permits of 250 people or less. 
{ } $100 city check for each event day payable to “City of Boulder” for liquor permits of 251 people or more. 



[  ] Application Process: Licensing will: 

i) special event liquor permit applications, including both state form, city form, required
attachments, and necessary fees can only be submitted in-person via a prescheduled 30 minute
meeting with Licensing staff.

ii) At submittal meeting, proper public notice poster will be prepared by city to include non- 
profit’s legal name, event location address, event day of week, event date, and event time
duration, non-profit mailing address and non-profit event coordinator contact person’s name,
and 10 day posting end day of week and date. Non-profit representative must know the date
that the poster will be put up, that is will be a conspicuous posting within public view, and that
the poster will remain up for a 10 day period at the event location.

iii) Licensing staff will add to yearly permit tally list, add event details to yearly special event
list, e-route event application to city special event committee members, and add calendar tickler
for end of 10 day posting period.

iv) When 10 day posting period has ended, licensing staff must receive a completed affidavit
of posting from non-profit indicating completion of legal posting.

v) If no negative public comment is received during the 10 day public period which would
trigger a Beverage Licensing Authority (BLA) hearing, then Licensing staff will add a status to
yearly special event list indicating application mailing to state, check the state events list on the
state website, and locally approve the state and city permit application. If neighborhood or
enforcement comment is received that indicates a BLA hearing, then non-profit must be notified
in writing, application hearing must be added to BLA hearing agenda, and event location must
be posted for a 10 day period for the public hearing.

vi) Licensing staff will issue city permit confirmation form in the temporary license database,
including event duration as the issued date and the expiration date, the day of week, date and
time duration of the event, and the event coordinator’s name and contact cell phone number at
the event.

vii) Licensing staff will update yearly special event list indicating that the date that the permit is
final issued.

viii) Licensing staff will make a copy of the following and prepare window envelope including
the originals of: city confirmation, MJC requirements letter, and minor warning sign on regular
office paper. These 3 items should be posted behind the main bar at the event location by the
non-profit.

ix) If there is sufficient time for mailing, then licensing staff will mail the window envelop and
call or email non-profit event coordinator to let them know that packet will arrive in the mail. If
there is insufficient time for mailing before event date then Licensing staff will put the event
coordinator’s name on the envelope and put envelope at front desk for pick up.

x) Licensing staff will then submit for deposit the city permit fee and attach the permit
application packet, including city permit confirm, state application copy, city application original,
all city special event committee emails on application from e-routing, and affidavit of posting.
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